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 Baker School District 5J 
Job Description 

 
 
Job Title:   District Athletic Director  
Reports To:   Superintendent* 
FLSA Status: Exempt  
 

JOB SUMMARY 
 
The Athletic Director is responsible for providing outstanding leadership and communication in the 
development, organization, implementation, coordination, and evaluation of the district’s athletic 
programs. The Athletic Director must work collaboratively with building administration, maintenance 
department, students, parents, staff, coaches, and community members to promote co-curricular athletic 
programs that foster academic excellence, leadership, character, skill development, sportsmanship, and an 
understanding of the sport. Inherent in the position are the responsibilities for planning, athletic schedule 
development, program evaluation, and personnel and financial management of the district athletic 
program. This 260-day position will be directly responsible for promoting, scheduling, and monitoring 
events that are scheduled with the goal of fully utilizing BSD and community facilities to promote 
economic development. 
 
* The Athletic Director will coordinate daily activities with the Building Principals while reporting 
directly to the Superintendent. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
Essential duties of this position include the following.  Employees in this position perform some or all of 

the following tasks.  Other duties may be assigned. 
 

1. Assumes responsibility for the scheduling (and rescheduling due to delays/cancellations) of all 
athletic and co-curricular events.  

2. District athletic and co-curricular advocacy with OSAA. 
3. Supervises and directs the coaching staff to ensure that proper practice schedules are maintained 

and that OSAA rules are adhered to by all athletic teams.  
4. Arranges for officials and assures proper supervision of home and designated away games per 

established agreements.  
5. Oversee and supervise the coaches in the cleaning, storage, and maintenance of all athletic 

equipment and uniforms, including the maintenance of updated inventories (including; but not 
limited to safety recertification of football helmets and other PPE for teams).  

6. Oversee, supervise and evaluate the athletic programs and coaching staff. 
7. Will make arrangements for athletic related transportation with BSD transportation department.  
8. Works directly with the maintenance department with regards to all athletic facilities to ensure 

consistent communication with coaches and to ensure that overall maintenance and use of sports 
facilities meet district expectations. 

9. Exceptional communication experience with a strong work ethic and ability to create strong 
partnerships within the community that promote sporting activities for both students and adults in 
support of economic development. 

10. Oversees District athletic vision 7-12. Supervises BMS Athletic Director with input from BMS 
Principal. 

11. Promotes, organizes, and oversees multiple athletic and community sports events to fully 
maximize BSD facilities for the benefit of BSD and community economic development. 

12. Collaborate with building administrator, or designees on development of a system for fundraising 
and advertising. Monitor the effectiveness of the system and make adjustments as needed.  
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13. Develops and implements appropriate rules and regulations governing the conduct of athletic 
activities, coaches, participants and observers.  

14. Ensures adherence to all OSAA and District regulations including medical and safety 
requirements.  

15. Inspects facilities and athletic fields for health and safety concerns and make recommendations 
for improvements.  

16. Maintains necessary records and completes required paperwork in a specified time and manner 
both for the District and OSAA.  

17. Ensures that proper form(s) (insurance, attendance, medical) are obtained and current for 
participants.  

18. Ensures that all student athletes are eligible, insured and have paid fees.  
19. Coordinates all athletics related services (ticket takers, announcers, event managers, etc).  
20. Serves as District liaison between local and state athletic authorities.  
21. Facilitates necessary meetings with coaches and other BSD team members.  
22. Maintains a safe environment for athletes, student body, coaches, officials and spectators at all 

times.  
23. Interacts thoughtfully and courteously with students, staff and parents and resolves conflict in a 

professional manner.  
24. Appropriately maintains and secures confidential records and inquiries.  
25. Professionally represents the school and the District in interactions with parents, community, staff 

and students.  
26. Maintains appropriate certifications and training hours as required.  
27. Follows and maintains knowledge of all District policy(ies) and procedures.  
28. Attends work regularly and is punctual and reliable.   
29. Attend and supervise as requested by building administration BHS athletic contests. 
30. Develop and/or maintain coaches/advisor handbook and extra-curricular handbook with input 

from District administration. 
31. Perform other duties as assigned by the Supervisor.  

 
HUMAN RESOURCES BASED RESPONSIBILITIES 

 
1. Oversee and supervise designated BSD team members to ensure they complete all mandatory 

training prior to beginning BSD assignment.  
2. Collaborate with building administrator on the hiring process of all coaching positions; ensures 

that all paid coaches complete required hiring steps prior to beginning assignment.   
3. Oversee and supervise volunteers; ensure that all volunteers complete the application and criminal 

history background check process prior to beginning assignment.  
4. Collaborate with building administrator on conducting performance evaluations for head coaches. 

Provide head coaches with input on other coach evaluations.  
5. Serves as the first point of contact on athletic related personnel complaints. Complaints are 

processed in a timely and professional manner with HR support as needed.  
6. Is mindful of maintaining compliance with Title IX regulations and stays current with changes to 

this law.  
7. Maintain a current coach roster in cooperation with Human Resources to ensure that 

compensation isn’t issued to non-employed personnel.   
 

QUALIFICATIONS 
 

1. Current administrative license or ability to attain administrative license. 
2. Experience in high school athletics or youth activity programs. 
3. Demonstrated ability to organize complex events. 
4. Experience in coaching. 
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5. Successful experience serving in a leadership role.  
6. Preferred experience in marketing or related experience. 

 
PREFERRED QUALIFICATIONS 

 
1. Experience promoting athletic events. 
2. Experience organizing and supervising extra-curricular events. 

 
MARGINAL DUTIES AND RESPONSIBILITIES 

Marginal duties of this position include the following.  Employees in this position perform some or all of 
the following tasks.  Other duties may be assigned. 

 
1. Attend building meetings and events, i.e. staff meetings, District trainings, open house, and/or 

related in-service activities/workshops. 
2. Serve on building and District and school committees and councils as requested by Supervisor. 
3. Report issues to authorities as necessary, animal control, suspicious activity, etc. 
4. Reports safety, sanitary and fire hazards immediately to supervisor. 

 
SUPERVISORY RESPONSIBILITIES 

 
This position will supervise coaches, student aides, educational assistants and volunteers. All school 
employees have some responsibility for supervising students and assisting in maintaining a safe 
environment at all times. 
 
This 260-day position serves as District liaison with the Oregon School Activities Association, other 
official organizations, parents, patrons, media and other school districts and an essential duty of this 
position is to manage the head coaches and therefore will not be allowed to hold the position of coach for 
the Baker School District due to a conflict of interest. 
 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  
The requirements listed below are representative of the knowledge, skill and/or ability required.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

 Experience:  Experience in coaching. Experience serving as an athletic director or similar 
activity as well as successful experience serving in a leadership role. Experience organizing, 
promoting and supervising athletic events preferred.  

 Organization and Motivational Ability:  Ability to plan, organize, and direct a 
comprehensive secondary athletic program aimed at ensuring students have a competitive and 
healthy athletic experience. Ability to lead improvement efforts toward identified program 
targets by motivating and mentoring coaches and facilitating systemic change strategies. 
Commitment to equity in athletic and co-curricular opportunities for students.  

 Interpersonal Skills:  Works well with others from diverse backgrounds. Focuses on solving 
conflict; maintaining confidentiality; listening to others without interrupting; keeping 
emotions under control; remaining open to others’ ideas and contributing to building a 
positive team spirit. Demonstrated ability to successfully work with and lead or motivate 
students, parents and BSD team members. 

 Language Skills:   Ability to communicate fluently verbally and in writing in English. 
Ability to effectively present information and respond effectively to questions in one-on-one, 
small group situations to students, parents and other school staff. Ability to verbally respond 
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to common inquiries from students, parents, coaches and staff. Ability to read and interpret 
documents such as safety rules, operating and maintenance instructions, procedure manuals 
and governmental regulations. Ability to write routine reports and correspondence.  

 Mathematical Skills:  Ability to add, subtract, multiply and divide in all units of measure, 
using whole numbers, common fractions and decimals. Ability to compute rate, ratio and 
percent.  

 Reasoning Ability:  Ability to define problems, collect data, establish facts and draw valid 
conclusions. Ability to interpret an extensive variety of instructions in varying forms and deal 
with several abstract and concrete variables. Ability to problem solve and deal with a variety 
of concrete variables in situations where only limited standardization exists. 

 Computer Skills:  Proficiency in the usage of database software, internet software, and 
email. Ability to proficiently use the following programs: MS Word, Excel, Google Mail and 
Google Docs. Ability to type accurately and proficiently. Ability to effectively use 
Schoolmaster District Edition Gradebook, Trip Direct and Resolve Desk. 

 Other Skills and Abilities:  Demonstrated knowledge of child growth and development at 
each level of instruction and of the social, emotional, physical and cognitive development of 
young students. Strong background in the rules and regulations of athletic sports. Possesses 
knowledge of effective behavior management methods. Ability to delegate responsibilities 
and meet time lines. This work requires working non-standard hours to attend games and set 
up and take down. Ability to appropriately communicate with students, teachers, parents and 
members of the community. Ability to exercise good judgment and work in a dynamic 
environment.  

 Certificates, Licenses, Registrations:  Administrative license or the ability to attain 
administrative license. Certificates as determined by the District. Ability to obtain a valid 
CPR/First Aid card, Oregon Driver License, Type 10 & Type 15 Driver License, Coaching 
Certification through the National Federation of High Schools and/or the American Sport 
Education Program (high school only), and all other required district trainings. Complete 
District approved SafeSchools. Provide and pay for out-of-state driving record for the past 3 
years if required by the District. 

 
PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to talk or hear. The employee 
is frequently required to walk, sit, use hands for fine manipulation, handle or feel and reach with hands 
and arms. The employee may be required to stand and stoop, kneel, crouch or crawl. The employee may 
regularly lift and/or move up to 25 pounds and occasionally up to 75 pounds. The employee may 
occasionally climb stairs or ladders. Specific vision abilities required by this job include close, distance 
and peripheral vision, depth perception and ability to adjust focus. 
 
Work Environment 
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
As an exempt, licensed employee you will occasionally perform work beyond a normal 40-hour work 
week when workload requires. 
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The work environment is a standard gymnasium and other athletic practice and event settings, both inside 
and outside. The noise level in the work environment is sometimes moderate but generally high 
depending upon student population, community involvement and activities. The employee is occasionally 
exposed to wet or humid outdoor weather conditions and occasionally works in temperatures above 100° 
and below 32°. The employee may be exposed to bodily fluids and/or blood borne pathogens. 
 

 
 

OTHER 

Note: This is not necessarily an exhaustive or all-inclusive list of responsibilities, skills, duties, 
requirements, efforts, functions or working conditions associated with the job. This job description is not 
a contract of employment or a promise or guarantee of any specific terms or conditions of employment.  
The school district may add to, modify or delete any aspect of this job (or the position itself) at any time 
as it deems advisable. 

 

Prepared By:  HR Department     Prepared Date:  May 2019 

 
I have read and understand this job description. My signature acknowledges that I am capable of 
performing the essential functions of this position with or without reasonable accommodations. 
 
 
 
 

  

Employee  Date 
 


